U.S. ARMY SERGEANTS MAJOR ACADEMY (FSC-TATS)
U667 (052002) JUN 01

SUPERVISE UNIT PERSONNEL AND ADMINISTRATIVE FUNCTIONS
(DUTY ROSTERS)

PRERESIDENT TRAINING PACKAGE LESSON




Overview

A first sergeant is the key individual to ensure a unit duty roster properly tasks the right
person for detail. Preparation, posting, and maintenance of the duty roster (DA Form 6),
requires meticulous care and attention to detail. Unequal distribution of duties among detailed
soldiers results in a loss of credibility for the chain of command, and it could directly impact
upon the morale and combat readiness of your unit. This lesson consists of a Student Handout,
Lesson Exercise, and a Solution/Discussion for the Lesson Exercise.

Inventory of Lesson Materials

Prior to starting this lesson ensure you received all materials (pages, tapes, disks, etc.)
required for this Training Support Package. Go to the “This [TSP or Appendix] Contains”
section, on page two of the TSP and the first page of each Appendix, and verify you have all the
pages. If you are missing any material, contact the First Sergeant Course Class Coordinator at
the training institution where you will attend phase 11 FSC-TATS.

Point of Contact

If you have any questions regarding this lesson, contact the First Sergeant Course Class
Coordinator at the training institution where you will attend phase 11 FSC-TATS.
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U667, Supervise Unit Personnel and Administrative Functions (Duty Rosters)
DEC 99

This TSP contains a training requirement that you must complete prior to
attending phase II, FSC-TATS. It will take you about 1 hour to complete this
requirement.

The proponent for this document is U.S. Army Sergeants Major Academy.
POC: FSC Course Chief, DSN: 978-8854/8848; commercial: (915) 568-
8854/8848.

Send comments and recommendations on DA Form 2028 (Recommended
Changes to Publications and Blank Forms) directly to:

ATTN ATSS DCF FSC TATS
COMDT USASMA

BLDG 11291 BIGGS FLD
FT BLISS TX 79918-8002

The lesson developer in coordination with the USASMA foreign disclosure
authority has reviewed this lesson. This lesson is releasable to foreign military
students from all requesting foreign countries without restrictions.




U667 JUN 01

This TSP The following table lists the material included in this TSP:
Contains

Table of Contents Page
Lesson Section I, Administrative Data 2
Section II, Introduction/Terminal 4
Learning Objective
Section III, Presentation 5
Section IV, Summary 5
Section V, Student Evaluation 6
Section VI, Student Questionnaire 7
Appendixes A. Lesson Evaluation and Solutions Not used
B. Lesson Exercise and Solutions B-1
C. Student Handouts C-1
SECTION | ADMINISTRATIVE DATA
Tasks This lesson trains the tasks listed in the following table(s):
trained
Task number: | 121-010-8020
Task title: Supervise unit personnel and administrative functions (duty
rosters),
Conditions: given a scenario and AR 220-45,
Standards: IAW AR 220-45.
Task U. S. Army Soldier Support Institute
Proponent:
Tasks None
reinforced
Pre- None
requisite
Lesson(s)
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Clearance and There is no clearance or access requirement for this lesson.
access

References The following table lists reference(s) for this lesson:

Number Title Date Para | Additional
No. | Information

AR 220-45 | Duty Rosters 15Nov75

Equipment None

Required

Materials None

Required

Safety None

Requirements

Risk Low

Assessment

Level

Environmental None
Considerations
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Lesson The following individuals reviewed and approved this lesson for
Approval publication and incorporation into the First Sergeant Course--The Army
Training System.

| Name/Signature | Rank | Title | Date |
Ed Robbs CNTR  Training Developer
Ivan E. Williamson SGM Chief Instructor, FSC
Gregory L. Knight SGM Course Chief, FSC-TATS

SECTION Il INTRODUCTION

Terminal At the completion of this lesson, you will--
Learning
Objective

Action: Maintain a duty roster (DA Form 6),

Conditions: | as a first sergeant in a classroom environment, given a scenario,
DA Form 6, and an extract of AR 220-45 (SH-1),
Standard: | maintained a duty roster AW SH-1.

Evaluation Before entering phase Il FSC-TATS, you will receive the end of Phase I
Performance Examination that will include questions based on material in this
lesson. On that examination, you must answer at least 70 percent of the
questions correctly to achieve a GO.

Instructional In this lesson you will learn to prepare a duty roster, determine the correct
lead-in person to detail, and properly annotate (post) a unit duty roster.
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SECTION lll PRESENTATION

ELO 1 Action: Prepare a duty roster (DA Form 6),

Condition: | as a first sergeant in a classroom environment, given a scenario,
DA Form 6, and SH-1,

Standard: Prepared a duty roster AW SH-1.

ELO 2 Action: Determine the correct person to detail,

Condition: | as a first sergeant in a classroom environment, given a scenario,
DA Form 6, and SH-1,

Standard: Determined the correct person to detail IAW SH-1.

ELO 3 Action: Properly annotate (post) the duty roster (DA Form 6),

Condition: | as a first sergeant in a classroom environment, given a scenario,
DA Form 6, and SH-1,
Standard: Properly annotated (posted) the duty roster IAW SH-1.

Learning e Read ELOs 1 thru 3 above.

Step/

Activity e Study Student Handout 1 (Appendix C).

(LS/A) 1,

ELO1,2,3 ¢ Complete Lesson Exercise 1 (LE-1, Appendix B).

e Compare your responses with the suggested solution found in SLE-1
solution/discussion for lesson exercise 1 (Appendix B).

e Ifyour response does not agree, review the appropriate reference/lesson
material.

SECTION IV SUMMARY

Review/ Upon completion of this lesson you will know the correct procedures for
Summarize preparing, maintaining, and posting a duty roster to provide a fair and equitable
Lesson system of assigning details within your unit.
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Transition None
to Next
Lesson

Check on The Lesson Exercise in Appendix B serves as the Check on Learning.
Learning

SECTION V STUDENT EVALUATION

Testing Before entering phase II FSC-TATS, you will receive the end of Phase |
Require- Performance Examination that will include questions based on material in this
ments lesson. On that examination, you must answer at least 70 percent of the

questions correctly to achieve a GO.
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SECTION VI STUDENT QUESTIONNAIRE

Directions Complete the following actions:
e Enter your name, your rank, and the date you complete this questionnaire.
Name: Rank: Date:
e Answer items 1 through 6 below.
e Fold the questionnaire, so the address for USASMA is visible.
e Print your return address, add postage, and mail.
Note: Your response to this questionnaire will assist the Academy in refining
and improving this course. When completing the questionnaire, answer each
question frankly. Your assistance helps build and maintain the best curriculum
possible.
Item 1 Do you feel you have mastered the learning objectives of this lesson?
Item 2 Was the material covered in this lesson new to you?
Item 3 Which parts of this lesson were most helpful to you in learning the objectives?
Item 4 How could we improve the format of this lesson?
Item 5 How could we improve the content of this lesson?
Item 6 Do you have additional questions or comments? If you do, please list them

here. You may add additional pages if necessary.




ATTN ATSS DCF FSC TATS
COMDT USASMA

BLDG 11291 BIGGS FLD
FT BLISS TX 79918-8002



Appendix B

Index of Lesson Exercises and Solutions

This Appendix
Contains

This Appendix contains the items listed in this table--

Title/Synopsis

Pages

LE-1, U667 Supervise Unit Personnel and
Administrative Functions (Duty Rosters)

LE-1-1 thru LE-1-8

SLE-1, Solution/Discussion for LE-1

SLE-1-1 thru SLE-1-2
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LESSON EXERCISE 1
SUPERVISE UNIT PERSONNEL AND ADMINISTRATIVE FUNCTIONS
(Duty Rosters)

1. In this lesson exercise you will prepare and post a duty roster (manually).

2. Situation: The date is 4 April 1994. You are the new first sergeant for Company C, 3-60
Infantry. One of the platoon sergeants questions the accuracy of the current CQ Runner duty
roster. He stated that 1SG Seaton, the previous first sergeant, often made errors in the unit’s duty

rosters. Your review of the situation proved that there were errors on the last duty roster.

a. The following information items are for your investigation of the allegations.

Item Page
MFR, CQ Runners, dated 18 Mar 94 LE-1-3
MFR, CQ Runners, dated 25 Mar 94 LE-1-4
DA Form 6, 22 Feb 94 thru 2 Apr 94 LE-1-5
DA Form 6, 4 Apr 94 thru 13 May 94 LE-1-6
DA Form 6, 3 Apr 94 thru blank date LE-1-7
Solution/Discussion for LE-1 SLE-1-1 thru SLE-1-2

b. Use Student Handout 1, and the above listed items, to find the ten errors on the DA
Form 6, page LE-1-6. List the errors, and the appropriate reference, in the spaces below.

ERROR DESCRIPTION PARAGRAPH

LE-1-1
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3. Post a corrected duty roster (DA Form 6) for the period 5 thru 17 April 1994. Use the DA
Form 6 on page LE-1-7 for this exercise. Consider the following information as you post the
duty roster.

a. SPC Mavity is on ordinary leave 3 thru 10 April 1994.

b. The duty roster for battalion runner indicates the following:

NAME DATE DUTY DESCRIPTION
PV2 Lacroix 4 Apr * Battalion Runner
CPL Gower 9 Apr * Battalion Runner

* Unit SOP states soldiers having duty as Battalion Runner are available for duty the
following day.

c. PFC Staggs was AWOL on 3 Apr and returned today. He becomes available for duty
immediately.

d. PV2 Domina has to go on emergency leave 8 thru 11 April 1994.

e. The Battalion Commander declares 15 April 1994 a training holiday because there were no
accidents during March 1994.

f. Personnel gains and losses include:
(1) PFC Norris assigned and joined on 7 April 1994.
(2) CPL Turlo assigned and joined on 12 April 1994.
(3) SPC Murphy reassigned to Co B, 3-60 Infantry effective 14 April 1994.

g. Due to detail as unit armorer, CPL Jones is not available for duty as CQ runner.

4. Post a change to Memorandum for Record, SUBJECT: Charge of Quarters (CQ) Runners,
dated 25 March 1994. This memorandum will identify scheduled CQ Runners for the period 4
thru 17 April 1994. Using the MFR on page LE-1-8, identify the correct CQ Runners.

LE-1-2
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AAAA-BBB-C 18 March 1994

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Charge of Quarters (CQ) Runners

1. The following personnel will perform duties as unit Charge of Quarters (CQ) Runner as
indicated:

DATE RANK NAME
28 Mar 94 PV2 Gulick
29 Mar 94 SPC Murphy
30 Mar 94 CPL Brown, R.
31 Mar 94 CPL Raney

1 Apr 94 PV2 Domina
*2 Apr 94 SPC Mavity
*3 Apr 94 SPC Novak

* denotes weekend/holiday duty.

2. Personnel will report to the 1SG at 0800 hours on day of duty for briefing. Personnel having
weekend/holiday duty will report to the 1SG at 0800 on 1 April 1994 for briefing.

3. Uniform for duty: BDU.

FOR THE COMMANDER:
CHARLIE R. SEATON
1SG, USA
First Sergeant
DISTRIBUTION:

1-each person detailed
1-CQ Instruction Book
1-file

LE-1-3



U667 JUN 01

AAAA-BBB-C 25 March 1994

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Charge of Quarters (CQ) Runners

1. The following personnel will perform duties as unit Charge of Quarters (CQ) Runner as
indicated:

DATE RANK NAME

4 Apr 94 PFC Russell

5 Apr 94 SPC Novak

6 Apr 94 CPL Brown, H.

7 Apr 94 PFC Irwin

8 Apr 94 PV2 LaCroix

*9 Apr 94 PV2 Domina

*10 Apr 94 PFC Russell

* denotes weekend/holiday duty.

2. Personnel will report to the 1SG at 0800 hours on day of duty for briefing. Personnel having
weekend/holiday duty will report to the 1SG at 0800 on 8 April 1994 for briefing.

3. Uniform for duty: BDU.

FOR THE COMMANDER:
CHARLIE R. SEATON
1SG, USA
First Sergeant
DISTRIBUTION:

1-each person detailed
1-CQ Instruction Book
1-file

LE-1-4
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NATURE OF DUTY ORGANIZATION FROM (Date) TO (Date)
DUTY ROSTER CQ Runner Co C. 3-60 Infantry 22 Feb 94 2 Apr 94

GRADE NAME | Month | Februar March Aprall.

DEY I T T T T T T T T T T 1 | | | | | | 1 1 I\L I 26 27 28 29 30 31 1 2
CPL BROWN, H / 4fi8]9frof11|12ff5
CPL BROWN, R 415]f15]16 112l 6
CPL GOWER 671819 [10ff2
CPL__| JONES €)) 9 [r0
CPL RANEY 9 |10|414(15|16 111
SPC MAVITY 15|16{|10|11{12[13]14
SPC MURPHY 16| 16 112131
SPC NOVAK 14115\111{12] 13|14 |15({16
SPC__| THOMPSON THIS SECTION INTENTIONALLY BLANK -- afof e o7 [
PEC HOLIFIELD 11112 6 819173
PEC_|IRWIN FOR EXERCISE PURPOSES. o7 [ Jo o]l
PFEC RUSSELL 1213|1213 [14 |15 | 16]| 14
PFEC STAGGS 7819 |10(11]12 |13]{ 9
PV2 DOMINA 13]14|§ 13|14 [15]|16 | 15
PV2 GULICK 6|7 1121(3]4]8
PV2 LACROIX 10(11 89 |10]11||12
PV2 WITTENBERGER T{2113]4]5[6]| 7|3
SPC | RIDEOUT (2 ! 112[3]4][5]s
CPL PAGANETTI (3) 112(3] 41
PFEC IRWALD (4) 112 3|1
Pv2 [SUTHERIAND () |~ = / aE

REMARKS from reverse side:

(1) Excused: detailed as unit armorer.

(2) Relieved as unit armorer.

(3) Assigned and joined 29 Mar.

(4) Assigned and joined 30 Mar.

(5) Assigned and joined 1 Apr.

DA;%T_% 6 Pxﬁ_\,l_lg:i:ggﬁ#ﬁfgg&i;ggy U.S. Government Printing Office: 1989-00-0000000 :;;::;gggss;cg_;" see AR 220-45; the proponent

The DA Form 6 on this page represents a facsimile of an actual form (for training purposes only).

LE-1-5
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DUTY ROSTER NAT[{RECC(); [l){jJr:ner ORGENcI)ZgTI%NﬁO Infantry FRZMX:rtegM * (Ll)a3te{\/lav 94
oRADE . W F Ao RN MA R K L0 (LACEACERUEALE) (AEIA LARIEOIPAR LY FEIEZ SAVAPIAPLIEe] AN EMEME 517 18 o o1 17Z1i3
CPL | BROWN, H B4 1]2]7]8
CPL BROWN. R 3415|6789 |8
CPL GOWER (5) 1112|1314 |15 D4 5
CPL JONES (1)

CPL | PAGANETTI 5[6[718]91]f3 [4 |10
CPL RANEY 3| 4| 5]|6||12113|7
SPC | MAVITY ) | AT A A A AT | 2 |I15
SPC | MURPHY 415167 (8]3[4
SpC NOVAK 16 112131712 ]|4
SpPC RIDEOUT 6 (7819 [10f}5]6 |17
SPC THOMPSON 9 {10 (11 112 [13 |12 |13 ||14
PFC HOLIFIELD 10 11 |12 |13 [14|)15 | 16 ||15
PEC IRWIN 4 (516 1|7 |18[134]l9
PFEC IRWALD 12113114 1119 |70 ||2
PEC RUSSELI 1123 |4 |16 A5
PFC | STAGGS ) 3B
PV2 DOMINA 112131415 1]|6
PV2 GULICK 516 7] 8] 910]11]f10
PV2 | LACROIX (@) [p'q13 |14 |15 | |14 ]15]| 1
PV2 SUTHERLAND 2131415(6Q1314]]7
PV2 WITTENBERGER 819 [10|1112)) 5 6 ||13
REMARKS from reverse side:
(1) Excused: detailed as unit armorer.
(2) AWOL: 3 Apr-
(3) Leave: 3-10 Apr.
(4) Battalion Runner: 4 Apr.
(5) Battalion Runner: 9 Apr.
e B S e | B i i Wi
DA1Z?J'E’:4 6 Pxi{'g:igzgfﬁﬁf:;:ggggy U.S. Government Printing Office: 1989-00-0000000 :oruse of this form, see AR 220-45; the proponent
gency to DCSPER.

The DA Form 6 on this page represents a facsimile of an actual form (for training purposes only).

LE-1-6
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NATURE OF DUTY ORGANIZATION FROM (Date) TO (Date)
DUTY ROSTER CQ Runner Co C, 3-60 Infantry 3 Apr 94
GRADE NAME [ Month ——April ”
[oay [[31l|4
CPI BROWN_H 6 s
CPL__|BROWN R |EAIE
CPL | GOWER Gl 3l
SPC__|MAVITY a2
SPC__| MURPHY ||
SPC__|NOVAK IZIE
CPL__| PAGANETTI Il 2 [I[s
CPL__|RANEY Il 72][|2
SPC__|RIDEOQUT Il 4 [ll6
SPC__| THOMPSON |8
PFC | HOLIFIELD [ 14l
PFC | IRWALD [ 2 ([«
PEC__|IRWIN | N2
PFC |RUSSELL 15|
PFC |STAGGS ol
PV2 |DOMINA 16 ][l
PV2 |GULICK IENIIB
PV2 |LACROIX [ 1[5
PV2 SUTHERLAND [ 2 [l REMARKS from reverse side:
PV2 | WITTENBERGER |[[+4[|s (1) Leave: 3-10 Apr.
||.| (2) Battalion Runner: 4 Apr.
1 (3) Battalion Runner: 9 Apr.
T @
I e
N ©
N @
|
|
[ | I I
D A 1?1?15'\44 6 lel;:_\ll_lglésu gggﬁ?ﬁ LOEFXTHHAIfJ ;?ERDM U.S. Government Printing Office: 1989-00-0000000 :;; ::;:)f It)lgz Ff’cl)zrg, see AR 220-45; the proponent
[ The DA Form 6 on this page represents a facsimile of an actual form (for training purposes only). ]

LE-1-7

JUN 01
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AAAA-BBB-C 4 April 1994

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Change 1, Charge of Quarters (CQ) Runner, dated 25 March 1994

1. The following personnel will perform duties as unit Charge of Quarters (CQ) Runner
as indicated:

DATE RANK NAME DATE RANK NAME
4 Apr 94 11 Apr 94
5 Apr 94 12 Apr 94
6 Apr 94 13 Apr 94
7 Apr 94 14 Apr 94
8 Apr 94 *15 Apr 94
*9 Apr 94 *16 Apr 94
*10 Apr 94 *17 Apr 94

* denotes weekend/holiday duty.

2. Personnel will report to the 1SG at 0800 hours on day of duty for briefing. Personnel
having weekend/holiday duty on 9-10 April 1994 will report to the 1SG at 0800 on 8
April 1994 for briefing. Personnel having weekend/holiday duty on 15-17 April 1994
will report to the 1SG at 0800 on 14 April 1994 for briefing

3. Uniform for duty: BDU.

FOR THE COMMANDER:
YOUR NAME
1SG, USA
First Sergeant
DISTRIBUTION:

1-each person detailed
1-CQ Instruction Book
1-file

LE-1-8
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Solution/Discussion for Learning Exercise 1

Compare your answers with the following answers. Review references for any response
not answer correctly.

ERROR DESCRIPTION PARAGRAPH
* 3 Apr 94 missing (Start DA Form 6 on 3 Apr 94). 2a(1)
* Leave the “TO” date blank at this time. 2a(2
* Leave the “DAY” line blank for 12 Apr thru 13 May at 2a(3)
this time.
* Combine CPLs and SPCs, list alphabetically by pay grade. 2c
* CPL JONES should not appear on this roster. 2b & 2d
* CPL RANEY, 9 Apr should read “13” with numbers 4b, 9a & 9b
increasing for weekends/holidays scheduling from there.
* SPC MAVITY. 5 thru 8 Apr should read “A.” “Al4” is 7
correct for 4 Apr to indicate the last number charged.
* SPC MAVITY, 9 Apr should read “A0.” 10 Apr should 4c(1) & (4), 8d
read “A.”
* PFC IRWIN and PFC IRWALD have names reversed. 2c
* PFC STAGGS, 4 Apr should read “U14” with numbers 4b & 9a

increasing for weekday scheduling from there.

Reference: AR 220-45 (ELO 2)

SLE-1-1
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AAAA-BBB-C 4 April 1994

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Change 1, Charge of Quarters (CQ) Runner, dated 25 March 1994

1. The following personnel will perform duties as unit Charge of Quarters (CQ) Runner
as indicated:

DATE RANK NAME DATE RANK NAME

4 Apr94 PFC RUSSEL 11 Apr94 PV2 LACROIX

5Apr94 SPC NOVAK 12 Apr94 CPL GOWER

6 Apr94 PFC STAGGS 13 Apr94 SPC MAVITY

7Apr94 CPL BROWN, H. 14 Apr94 PFC HOLIFIELD

8Apr94 PFC IRWIN *15 Apr94 PV2 DOMINA
*9 Apr94 PFC RUSSELL *16 Apr94 PV2 LACROIX
*10 Apr 94 PFC HOLIFIELD *17 Apr 94 CPL RANEY

* denotes weekend/holiday duty.

2. Personnel will report to the 1SG at 0800 hours on day of duty for briefing. Personnel
having weekend/holiday duty on 9-10 April 1994 will report to the 1SG at 0800 on 8
April 1994 for briefing. Personnel having weekend/holiday duty on 15-17 April 1994
will report to the 1SG at 0800 on 14 April 1994 for briefing

3. Uniform for duty: BDU.

FOR THE COMMANDER:
YOUR NAME
1SG, USA
First Sergeant
DISTRIBUTION:

1-each person detailed
1-CQ Instruction Book
1-file

SLE-1-2
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Appendix C
Index of Student Handouts
This Appendix This Appendix contains the items listed in this table--
Contains
Title/Synopsis Pages
SH-1, Downloaded copy of AR 220-45 SH-1-1 thru SH-1-5

C-1
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Student Handout 1

This This student handout contains five (5) pages of AR 220-45 downloaded from
Handout USAPA.
Contains

SH-1
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SUMMARY of CHANGE

AR 220-4F5
Duty Rosters

This is a transiticonal reprint of this publicaticn which places it in the new
UPDATE format. Any previously published permanent numbered changes have been

incorporated into the text.

o]

SH-1-1
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Headquarters
Department of the Army
Washington, DC

15 November 1975

Field Organizations

Duty Rosters

JUN 01

*Army Regulation 220-45

Effective 1 January 1976

By Order of the Secretary of the Army:

FRED C. WEYAND
General, United States Army
Chief of Staff

Qfficial:

PAUL T. SMITH
Major General, United States Army
The Adiutant General

History. This UPDATE issue is a reprint of
the original form of this regulation that was
published on 15 November 1975, Since that
time, no changes have been issued to amend
the original. This publication has been
recorganized to make it compatible with the

Army electronic publishing database. No
content has been changed.

Summary. This revision requires that all lo-
cally established methods and procedures
must comply with the spirit and ntent of this
regulation: clarifies the procedure for Lsting
names on the duty rosteriand makes the use
of those provisions eited in paragraph 46 and
4c compulsory. It updates the references for
duty roster files: adds a reference for exam-
ples of some methods used in prorating de-
talls to units of varying size: and provides
additional guidance on the use of explanatory
remarks on duty rosters. It also changes fig-
ure |, to provide an example of a consoli-

dated roster, to illustrate a wvariety of

explanatory remarks and their listing on the
reverse of DA Form 6, and to show the cor-
rect method of listing names on a duty roster.
Applicability. See paragraph 14.
Propenent and exception authority.
Mot Applicable.

Army management control process.
MNot Applicable.

Supplementation. Local supplementation
of this regulation 1s permitted but 1s not re-
quired. If supplements are 1ssued major Army
commands will furnish one copy of each to
HODA(DAAG-AMP), Washington, DC
20314 other commands will furmsh one
copy of each to the next higher headquarters.

Suggested Improvements. The propo-
nent agency of this regulation 1s The Adju-
tant General Center. Users are invited to send
comments and suggested improvements on
DA Form 2028 (Recommended Changes to
Publications and Blank Forms) direct to
HODAIDAAG-AMP). WASH DC 20314,

Distribution. Active Army. ARNG, USAR:
To be distributed m accordance with DA
Form 12-9A requirements for AR, Field Or-
ganizations—A{Qty Rqr Block No. 181).

Contents (Listed by paragraph and page number)
Purpose and scope = 1, page [

Preparation and maintenance » 2. page |
Details from duty rosters « 3, page |
Posting duty rosters = 4, page [

Weekends and holidays » 3, page !
Disposition of completed rosters » 6, page [
Details from units = 7, page [

Explanation of figure | » 8, page |
Consolidated roster + 9, page |

“This regulation supersedes AR 22045 20 August 1965

AR 22045 - 15 MNovember 1975

UNCLASSIFIED

SH-1-2
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1. Purpose and scope

a. This regulation prescribes procedures for the maintenance of

duty rosters at all levels of command and in all types of organza-
tions, using DA Form 6 (Duty Roster).

b, Duty rosters are kept for recording the duty performed by each
person in an organization in order to make an equitable determina-
tion of duty assignments. A separate roster generally will be main-
tained for each duty requiring the detail of individuals. All
assignments 1o detail, except authorized special duty detals, nor-
mally will be made in accordance with applicable rosters.

e, Commanders are authorized to establish methods and proce-
dures which will best suit the needs of their organizations. However,
those methods and procedures must comply with the spint and
intent of this regulation.

. This regulation applies to the Active Army and Army Reserve,
and to the Army National Guard when n an mactive duty training
(IDT). annual traming (AT). or mobilization status,

2. Preparation and maintenance

a. Dates will be entered as follows:

(1) The “From™ date will always be the date immediately follow-
ing the *“To™ date on the previous roster and will be entered at the
time the new roster is prepared.

{2) The “To™ date will always be the date of the last detail made
from such roster and will be entered when the roster 15 closed.

s from the roster
hat detail was not

{3) Intermediate dates will be entered as detai
are made. No date will be entered for any day
made.

b, Duty rosters will contain the names of only those persons
required to perform the duty mvolved.

e. When a new duty roster is prepared. all names will be entered
alphabetically within pay grade, beginning with the highest pay
grade and using appropriate grade of rank (abbreviated) as shown m
table 1-1, AR 600-20. Subsequent names will be added at the foot
of the roster.

d. A person’s name may be omitted or deleted from any duty
roster whenever he 1s excused from or not qualified to perform the
duty concerned.

3. Details from duty rosters

a. Generally, the person longest off the duty will be the next
person detailed. When such person is not available, the person on
the roster who is next longest off that duty will be detailed.

b, Whenever a person who has been detailed for a duty 1s unable
to enter upon or complete the duty, the next person eligible on the
able will be detailed to perform or

applicable duty roster who 15 avai
complete the duty.

4. Posting duty rosters

a. A duty roster is posted only for those days on which a detail 1s
selected. The procedures described in b and chelow will be used on
all duty rosters.

b, When a detail 15 made from a roster, all other persons on that
harged on that day with t
missed since the last time they were detailed, excluding any non-
chargeable days. Nonchargeable days are those referred to in 1)
below.

e, Whenever the duty roster 1s posted. the abbreviations below
will be used to indicate those not available for detail. No other
abbreviations are authorized.

roster will be ¢ he number of such details

{1} Those who are absent or otherwise not available because of

leave, pass, special duty, temporary duty, illness in line of duty, or
any other authorized reason not due to misconduct will be indicated
by the letter “A."

TDY travel that does not extend beyond regular duty hours will not
normally qualify an individual for an “A

{2) Those ehgible for detail who could not be selected because of

previous detail or other duty will be indicated by the letter “D.”
{3) Those not available because of bemg absent without leave, n
arrest, in confinement, sick not in line of duty, or otherwise not
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available as a result of their own misconduct will be indicated by

the letter *U."

(4] Wherever the abbreviation *A™ 1s used, the numbering se-
quence of days off will be interrupted. Wherever the ab-
breviations*D™ or “U” are used, the numbering sequence will
contimue and the appropriate number will be included with the
abbreviation. See examples mn fi

es m figure 1.

5. Weekends and holidays
Consolidated weekday-weekend-holiday duty rosters will be main-
tained whenever practicable in accordance with paragraph 9.

6. Disposition of completed rosters
Duty roster files will be disposed of n accordance with AR 340-2,
AR 340-06, or AR 340-18-1, as applicable.

7. Details from units

Whenever practicable, details from units will be formed by taking
units in turn according to one roster (DA Form 6 may be used by
listing unit designations i the place of individual names).

When not practicable, a commander may devise his own method of
assigning details to units. Appendix B, FM 22-6 gives examples of
some methods that may be employed. However, it 1s emphasized
that commanders may use whatever system best meets their needs as
long as equity is maintained.

8. Explanation of figure 1

a. The sequence of numbers shows the number of details made
from this roster since the person concemed was last detalled as
charge of quarters, excluding any details made from the roster while
hargeable status (para def 1))

such person was in a non

b, The diagonal lines in the right corner of any block mdicate
performance of the duty on that date.

e, The numbers in parentheses immediately following a person’s
name refer to a corresponding explanatory remark on the reverse of
the roster. Examples shown in figure 1 are not intended to limit the
types of remarks that may be used, nor are they required in all
responsible for the preparation and mamtenance of
rosters will determine the necessity or desiability of using an ex-
planatory remark each time an individual 1s not available for detail.
As an example, while it may be desirable to use
on a roster with only a small

cases. Personne

a remark indicating

a leave period for an individua
number of personnel listed. it may prove to be less ime-consuming
and therefore more economical to use other source documents for
arge number of names. However,

reference when a roster contains a
as a mimmum, a remark will be used to explain the reason an
individual’s name was added to or deleted from a roster.

. A number is used with the abbreviaton “A™ mnt
14 February to indicate the last number charged, as shown on the
previous duty roster, before the person entered upon the noncharge-
able status. Entering such a number in the first column of a new
erring to the old roster when

he column for

roster elimmates the necessity for re

¢ status.

the person returns to a chargeah

9. Consolidated roster
Where consolidated rosters are maintained, the procedure outhned n
paragraph & wall apply with the following exceptions:

a. Entries for weekends and holidays, as well as entries for week-
days, will be posted on the same roster. Separate numbering se-

hed.

quences may be establis

b. The weekend-holiday periods may be indicated by a system of
red lines, as indicated by heavy lines in figure 1, or by
hnes, indicating perform-

vertica
entering the dates, numbers, and diagona
ance of duty on those dates, in red to identfy or se
Tom the weekday postings.

marate  the

weekend-holiday periods

AR 22045 - 15 November 1975 1
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MATUME OF DUTY ORGAMIZATION FRAOM |Dais) TO (Dak,
DUTY ROSTER Charge of Quartars Co &, 3d Infantry 14 Pab '
el Fpbrusry March
ARADE MAME Oy m 1 raglaylsi! 2 J.].l f T T T T
SPC | Able TRLATINI Fal) v FarArirararardri | 5 |
SFC | Brown (¥) g lor iz leal® ¥ FaVAFAT ar s | |
SP7 | Burch (0 It AL A alA (AL 9Lk lin el il )
SPC | Cook fs) v e i alz plyly AL glrigiy gyl
SFC lCeorge, G. B, (xleloeleleizlr iglale ol loalo calinlonlid
SPE | Amem (U JrEnrimmnrmme, A2l |
SSC |Roise I el L Led | FACIFAVSEAY |
ser lcall FaF) RENAEALANTIamm ! | i
5PS |Duan ) AARNRGRNNORANNTANNKF ,; EREE
SGT |George, AL 12 ZAin il & [T IVRrAY ST AF AV 3L ) |
SCT |Himen Jip F [AvaL AR AL L LU | |
CPL [Botts Fi wlrlpuel s 7 014 (Al [
CFL |Daly AR anrannmmriney: F ' |
[SP4_| Easy [7) Arranrintanmnen v ' ’
CPL | Fox MeRnnrAnnnnAanEnnn L
Pé |G A lplriplels i plalylziplme tiar 27le :
CFL |Howe [2) ALa (18|01 Lelielw inlsy Leabit ik X )te UE
SPC | Cody (§ nanran |
SP4 |Bates (i) L lriale |
! !
|
4
DA 6 P, SEALARGON REVIEE oo e
& UL aros 1ITE-IHRFERE DR
Figure 1.
2 AR 22045 » 15 November 1975

SH-1-4



U667

JUN 01

(1) Sick n quarters

(2) 72 hour Pass (soldier of the month)
(3) Leave 21-24 Feb

(4) Statt Duty NCO

(5) Assigned and joined

(6) Relieved as company clerk

(7) Excused—detailed as company clerk
(8) AWOL

(9) PCS

(10} Leave 2-9 Mar

Figure 1. —Continued

0L

5 Movember 1975
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